
WELCOME!!WELCOME!!
PERMIT CENTER ROUNDTABLE 2006PERMIT CENTER ROUNDTABLE 2006

On Wednesday, February 22, 2006, the Permit Center hosted a RounOn Wednesday, February 22, 2006, the Permit Center hosted a Roundtable dtable 
discussion with permit runners and builders to discuss permit indiscussion with permit runners and builders to discuss permit intake take 

procedures, permit application requirements, and other issues.  procedures, permit application requirements, and other issues.  The meeting The meeting 
was very interactive and permit center staff put together an extwas very interactive and permit center staff put together an extremely remely 

knowledgeable presentation.  At the request of the attendees, seknowledgeable presentation.  At the request of the attendees, several of the veral of the 
presentation materials will be made available on the DDES Web sipresentation materials will be made available on the DDES Web site.  te.  

Permit Center staff are working together to implement proceduresPermit Center staff are working together to implement procedures to address to address 
many of the suggestions that were put forth that will improve prmany of the suggestions that were put forth that will improve processes, ocesses, 

communication, and overall service.  Some of the suggestions invcommunication, and overall service.  Some of the suggestions involve other olve other 
Department sections and we will be sharing those items with the Department sections and we will be sharing those items with the appropriate appropriate 
staff.  Due to the success of this event, we hope to continue thstaff.  Due to the success of this event, we hope to continue this format with is format with 

other sections in DDES.  other sections in DDES.  
More information will follow.More information will follow.



Roundtable AgendaRoundtable Agenda

!! Methods of Intake/SubmittalMethods of Intake/Submittal

!! Complete and Professional Submittals Complete and Professional Submittals 

!! Registered Plans Registered Plans �� Basic ProcessingBasic Processing

!! Other Items & Next StepsOther Items & Next Steps



Methods of Intake/SubmittalMethods of Intake/Submittal

!! Scheduled AppointmentsScheduled Appointments

!! ABC�s (Already Built Construction)ABC�s (Already Built Construction)
http://apps01.metrokc.gov/www6/ddes/scripts/formsPacket.cfm?Packhttp://apps01.metrokc.gov/www6/ddes/scripts/formsPacket.cfm?PacketID=1etID=1

!! DropDrop--offsoffs
Drop Off Form Drop Off Form -- http://www.metrokc.gov/ddes/forms/bhttp://www.metrokc.gov/ddes/forms/b--handhand--dropoffs.pdfdropoffs.pdf

Critical Areas Designation Form Critical Areas Designation Form �� http://www.metrokc.gov/ddes/forms/CADesigAppFORM.dochttp://www.metrokc.gov/ddes/forms/CADesigAppFORM.doc

!! Standing AppointmentsStanding Appointments
Some standing appointments can be scheduled to meet the businessSome standing appointments can be scheduled to meet the business demands of demands of 

customers.  Contact Chris Ricketts, Permit Center Supervisor, tocustomers.  Contact Chris Ricketts, Permit Center Supervisor, to discuss your discuss your 
specific needs at 206specific needs at 206--296296--6750.6750.



Complete and Professional Submittal Complete and Professional Submittal 
Documents Documents 

!! Complete List of Submittal Requirements Complete List of Submittal Requirements ��
Bulletin #9 Bulletin #9 �� http://www.metrokc.gov/ddes/acrobat/cib/9.pdfhttp://www.metrokc.gov/ddes/acrobat/cib/9.pdf

!! Proof of Legal Lot (only if first structure on site) Proof of Legal Lot (only if first structure on site) 
Bulletin #2Bulletin #2 �� http://www.metrokc.gov/ddes/acrobat/cib/2.pdfhttp://www.metrokc.gov/ddes/acrobat/cib/2.pdf

!! Recorded Easements For Ingress/EgressRecorded Easements For Ingress/Egress
!! Water Availability Certificate/Recorded Well Water Availability Certificate/Recorded Well 

CovenantCovenant
!! Sewer Availability CertificateSewer Availability Certificate
!! Legal Description of the propertyLegal Description of the property



Complete and Professional Submittal Complete and Professional Submittal 
Documents Documents 

!! Septic Design ApprovalSeptic Design Approval
!! Affidavit for ApplicationAffidavit for Application
!! Critical Area DesignationCritical Area Designation
!! Structural CalculationsStructural Calculations
!! Energy CalculationsEnergy Calculations



Complete and Professional Submittal Complete and Professional Submittal 
Plan Sets & Property ResearchPlan Sets & Property Research

!! Complete Sets of Plans (architectural, Complete Sets of Plans (architectural, 
structural, 2 sets) or residential submittalsstructural, 2 sets) or residential submittals

!! Fees Required at Intake Fees Required at Intake ��
http://www.metrokc.gov/ddes/forms/bhttp://www.metrokc.gov/ddes/forms/b--infoinfo--ResBldgPermFees.pdfResBldgPermFees.pdf

!! Customers can Access GIS/Parcel Viewer Customers can Access GIS/Parcel Viewer 
to Conduct Property Searches.to Conduct Property Searches.
"" Begin at Begin at http://www.metrokc.gov/ddes/http://www.metrokc.gov/ddes/



Select Property Research Select Property Research 



Select GISSelect GIS



Select iMapSelect iMap



Select Start iMapSelect Start iMap



Enter Parcel Number or AddressEnter Parcel Number or Address



Select Desired Report (i.e., Assessor�s Data)Select Desired Report (i.e., Assessor�s Data)



ExampleExample



For Property Dimensions, Select �QS Map�For Property Dimensions, Select �QS Map�



Zoom into Specific LotZoom into Specific Lot



ExampleExample



Remember� Remember� 

!! Credit Cards are Credit Cards are notnot acceptedaccepted
!! Payments can be made by check or cashPayments can be made by check or cash
!! Checks made payable to KC Office of Checks made payable to KC Office of 

FinanceFinance
!! Permit needs to stand alone (provide Permit needs to stand alone (provide 

copies of any previous approvals)copies of any previous approvals)
!! Intake Fees are due upon submittalIntake Fees are due upon submittal



Site PlansSite Plans

Accurate site plans are crucial to your permit Accurate site plans are crucial to your permit 
review process.  Visit the following links for review process.  Visit the following links for 
detailed site plan information.detailed site plan information.

!! Site Plan Handout Template Site Plan Handout Template ��
http://www.metrokc.gov/ddes/forms/SitePlanReqmentsHandouthttp://www.metrokc.gov/ddes/forms/SitePlanReqmentsHandout--ExampleFORMLegal.docExampleFORMLegal.doc

!! Achieving Post Construction Soil Standard Achieving Post Construction Soil Standard ��
http://www.metrokc.gov/ddes/forms/lshttp://www.metrokc.gov/ddes/forms/ls--infinf--SoilPostSoilPost--ConStd.pdfConStd.pdf



Registered Plans Registered Plans �� Basic ProcessingBasic Processing

!! Bulletin 12A Bulletin 12A �� http://metrokc.gov/ddes/acrobat/cib/12a.pdfhttp://metrokc.gov/ddes/acrobat/cib/12a.pdf

!! No appointment is necessary to submit for Registers; No appointment is necessary to submit for Registers; 
they can be submitted directly via dropthey can be submitted directly via drop--off at the off at the 
DDES cashierDDES cashier

!! Two sets of building plans, structural calculations and Two sets of building plans, structural calculations and 
engineering, completed �Affidavit for Application� and engineering, completed �Affidavit for Application� and 
registered card together with a deposit of $1,275 is registered card together with a deposit of $1,275 is 
required at the time of submittalrequired at the time of submittal

!! OnlyOnly--one and twoone and two--story single family dwellings are story single family dwellings are 
allowed.  Basements under twoallowed.  Basements under two--story houses require a story houses require a 
lotlot--specific revisionspecific revision



Registered Plans Registered Plans �� Basic ProcessingBasic Processing

!! Variations are allowed:  elevation/roof framing that Variations are allowed:  elevation/roof framing that 
does not affect the structure below the topmost plate does not affect the structure below the topmost plate 
line; additional garage bays and extensions; optional line; additional garage bays and extensions; optional 
fireplace locationsfireplace locations

!! Decks may be included as options on registered plans.  Decks may be included as options on registered plans.  
Some height restrictions may apply.Some height restrictions may apply.

!! Plan review costs are based on the largest square Plan review costs are based on the largest square 
footages of living space, garages, porches and decksfootages of living space, garages, porches and decks

!! Decks added �after the fact� are considered additions Decks added �after the fact� are considered additions 
to the existing residence and require a separate building to the existing residence and require a separate building 
permit (not a revision)permit (not a revision)



Registered Plans Registered Plans �� Basic ProcessingBasic Processing

!! Applicants may submit up to 2 copies of plans Applicants may submit up to 2 copies of plans 
for approval; additional certified copies may be for approval; additional certified copies may be 
obtained via the DDES Records Center; there is obtained via the DDES Records Center; there is 
a nominal feea nominal fee

!! Use of the registered plans by anyone other than Use of the registered plans by anyone other than 
the applicant for a basic permit requires written the applicant for a basic permit requires written 
permission for each lotpermission for each lot--specific applicationspecific application



Applying for a BasicApplying for a Basic

!! No appointment necessary when applying for basic No appointment necessary when applying for basic 
permits in a vested plat and can be submitted directly permits in a vested plat and can be submitted directly 
via dropvia drop--off w/cashieroff w/cashier

!! Submittals must include the �Affidavit for Application� Submittals must include the �Affidavit for Application� 
form (incl. register plan number), site plans and, if form (incl. register plan number), site plans and, if 
applicable, approved septic system designapplicable, approved septic system design

!! Intake counter service fee of $102.64 must accompany Intake counter service fee of $102.64 must accompany 
each application; limit of 3 applications per checkeach application; limit of 3 applications per check

!! Balance owing is due at time of issuanceBalance owing is due at time of issuance



Applying for a BasicApplying for a Basic

!! Applications for basic permit NOT in a vested Applications for basic permit NOT in a vested 
plat MUST schedule an intake appointmentplat MUST schedule an intake appointment

!! All submittal requirements listed in Bulletin 9 are All submittal requirements listed in Bulletin 9 are 
required, with the exception of the building required, with the exception of the building 
plansplans



Applying for a BasicApplying for a Basic

!! Individual lots that propose more than 2,000 Individual lots that propose more than 2,000 
square feet of impervious surface and/or critical square feet of impervious surface and/or critical 
areas on or adjacent to them MUST be reviewed areas on or adjacent to them MUST be reviewed 
for site issues and are not eligible for over the for site issues and are not eligible for over the 
counter issuancecounter issuance

!! Fees associated with site review will be due at Fees associated with site review will be due at 
time of intaketime of intake

!! On occasion, plat notes may also restrict our On occasion, plat notes may also restrict our 
ability to issue basic permits over the counterability to issue basic permits over the counter



Customer CommentsCustomer Comments
Suggestions and Comments:Suggestions and Comments:
!! Ability to request appointments by eAbility to request appointments by e--mailmail
!! Can decks be included as options on a register plans for the BasCan decks be included as options on a register plans for the Basic program?ic program?
!! Need simpler/faster method to process small projectsNeed simpler/faster method to process small projects
!! What level of topographical information required on site plans fWhat level of topographical information required on site plans for relatively level lots?or relatively level lots?
!! Verify customer information is current. Conduct an audit to updaVerify customer information is current. Conduct an audit to updating addresses in I/T ting addresses in I/T 

systemsystem
!! Coordinate correspondence to contact vs. applicant Coordinate correspondence to contact vs. applicant 
!! Need Health Dept representative onNeed Health Dept representative on--site at DDESsite at DDES
!! Provide additional specific permit information on web site such Provide additional specific permit information on web site such as current review as current review 

approvals, permit comments �approvals, permit comments �
!! Current commercial permit process inadequate for approving salesCurrent commercial permit process inadequate for approving sales trailer in a timely trailer in a timely 

mannermanner
!! Why aren�t standWhy aren�t stand--by appointments provided?by appointments provided?
!! Provide residential submission checkProvide residential submission check--list electronicallylist electronically
!! Send an acknowledgement letter for dropSend an acknowledgement letter for drop--offs building permits including registered plansoffs building permits including registered plans
!! Lack of timely postings of hourly fees which can create balancesLack of timely postings of hourly fees which can create balances after permit issuanceafter permit issuance

Several of the suggestions above have either been implemented orSeveral of the suggestions above have either been implemented or
procedures/forms are available throughout this presentation via procedures/forms are available throughout this presentation via hotlinks.  hotlinks.  
We will continue to share our progress and updates on future RouWe will continue to share our progress and updates on future Roundtable ndtable 
events with other DDES sections.events with other DDES sections.


